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{DVANCING MANAGRMENT
Organdzing
Is the mission of your ?rganizatiop clear and definite ?
Is this mission wndarstood and conpurred 4n up the line ?

Is the structure of you? organiza‘bidn functional to its purpose ?

Does each supervisor under your ju?isdintion have the objectives of
his organizational component clearly defined ?

Are the responsibilities of each individusl in the organization cleer
and definite ? . ‘

Does each individusl ungerstand the over-all mission of the larger
organization and the overesll mission of your unit ?

‘By what means are clarity and deﬁﬁitemss of functions achimd 7

Hlanning

Is planning a contirmou# -sctivity in your organization,- both for long-
term and for immediete objectives ?

Does each individusl in your organization accept and fully understand
his responsibilities ?

Does each member of the organization partisipate in a regular staff
meeting appropriate to his level of responsibility ?

Does each superwisor pafticipate 111 formlating the b't:dggt of the organization ?
Was your last budget rea:.listic in terms of sctual operatiohs ?

Is the development of people an evident responsiblility of management
in your organisation ?

What evidence is there that you are making the maxirm use of the humen
resources avallable in your organization ?

Directing
Do you have adequate, explicit euthority to carry out your mission ?

Have you delegated adequate, explicit suthority to your subordinates
to carry out their responsibilities ?

Ave provisions made to :l,xmure m:cluitered chammels of compmunication
from you to each member of your orgpnization and from each individuel to you ?
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Are your major policins and procefiiuwes in written fcm,}---i current and
readily svailable ? ;

Have you developed agy particular techniques to get decisions from

axecutives above you arxi to encourpge those under your gupervision
to make operating decisions appropniste to their regponsibilities 7

Ooordinatg% oy

Ave the staff and lin: relaticaships cleerly defined snd ovidently
understeed in your orpanization 7 ‘

Do your subordinates work together without your cﬁmtio}x in carryirg
out tasks of limited sccpe requiring their ccoperative attack ?

Are you a good Listenor when subor;iiinates wish to discusp their problems ?

Is there sn understudy in training or in being for sach pupervisory
position in your organization ? ' ,

Do you budget tims 4o vieit membert of your organization on the job snd
your opposite mumbers ir organizations with whick your office has
working relations ?

Does your organization yun smoothly and efflsiently in your absence ¢
By what means do you saek to dovelép teamwork in your organization ¢

controwg

Does your reporting system keep ycﬁ currently informed of progress
in each unit of your copanisation ?

Are you personally femilisr with tlie current operating problems in
each major component of your organisation ? :

Is your reporting system qualitative as well as quantitative ? |

Is the muber of subordisates reporiing directly to you azall enough
so that you can give sach one adequuate zttention ?

Are you "on top" of your job ?
How do you mske your top staff meetings a plessure rsther than en
unpleasant chore for the participams ?
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